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Finding 

 

 
Recommendation 

Responsible 
Department 

 
Status 

 
Remediation Plan 

The City lacks a City-wide 
billing policy. 
 

We recommend that the CAFO in conjunction 
with the City Comptroller issue a City-wide 
billing policy that requires departments to use 
the MUNIS General Billing module when 
creating invoices. In the policy, City 
Management should reserve the right to 
judgmentally and ultimately determine which 
receivables should be included in the module 
based on enforcement/ collectability. 
 
The City wide billing policy should also 
include the following: 
 Current procedures for setting up customers 

creating invoices, applying payments, 
making adjustments to invoices, and 
monitoring/reconciling activity. 

 Emphasis of segregation of duties and 
departmental management’s regular review 
and follow-up of receivables.  

 
Departments work collaboratively with the 
City Treasurer/ Collector’s Office in learning 
and implementing the module. 

CAFO 
 
 
 
 
 

In Process 
 
 
 
 
 

CAFO 
Original Management Response:   
Management agrees with the recommendation of the 
Internal Auditor and is currently developing a formal City-
Wide billing and revenue collection policy. The policy will 
include all aspects of creating and collecting bills utilizing 
the MUNIS General Billing module. 
 
Management is currently performing an analysis on a 
departmental basis by charge code to assist the City 
Treasurer/Collector in determining the proper 
implementation of the General Billing Module. This 
analysis will help to comply with the Internal Auditor’s 
recommendation of choosing receivables which reasonably 
can be collected by the City of Springfield. 
 
Updated Management Response 
We are currently developing a strategy to determine which 
departments need to implement general billing.  Once we 
have an implementation plan, we will issue the citywide 
billing policy. 
 

Formalized procedures are 
needed for recording 
payment dates at the City 
Treasurer/ Collector’s 
Office. 

Formal policies and procedures should be 
documented regarding recording payment 
dates for rejected lockbox payments. These 
policies and procedures will communicate 
management’s expectations, provide 
employees with written guidance to carry out 
activities in an effective and 
efficient manner, and to assist with training or 
cross-training employees. 
 

City 
Treasurer/ 
Collector 

Implemented City Treasurer/Collector 
Original Management Response:   
Although management has always vocalized the policy of 
using the date received by the City, or its designee as the 
record date of any payment, it recognizes the need to have 
it formalized as part of the departmental policies and 
procedures, which are distributed to all staff annually or 
when new policies are added. 
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Finding 4: The City was 
noncompliant with Massachusetts 
sales tax laws applicable to retail 
sales. 

We recommend that the Parks 
Department and TJO work 
collaboratively with the City Treasurer/ 
Collector to enter the DOR’s Amnesty 
Program and begin filing timely 
monthly sales tax returns. 

Parks 
 
 
 
 
 
TJO 
 
 
 
 
 

Implemented 
 
 
 
 
 
Implemented 
 
 
 
 
 
 
 

Parks 
Original Management Response:   
This matter has been addressed and all sales taxes have 
been properly reported to the state. The department was 
unaware this fell to the department's responsibility. 
 
TJO 
Original Management Response:   
With the assistance of the audit, treasurer and HHS 
departments, TJO entered into MA DOR's Amnesty 
Program. Past tax amounts due have been paid. TJO, 
through HHS, will be compiling and submitting monthly 
tax reports as required, effective immediately. 

Finding 5: Departmental reconciliations of parallel revenue tracking systems are not performed. 
 
Applications are not reconciled to 
Munis. 

We recommend that the Parks 
Department work collaboratively with 
the IT Department to ensure that 
management either requires all 
employees to use MUNIS as their 
system of record or ensure management 
has the ability to view transactions 
within outside applications. If outside 
applications are maintained, we 
recommend that the Parks Department 
works collaboratively with the IT 
Department to build a bridge to import 
the data into MUNIS so that real time 
data can be monitored and reconciled. 

Parks 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Parks 
Original Management Response 
Not everything can be entered into MUNIS. General 
billing will be implemented. The department will work 
with Treasurer/Collectors and the City Comptroller’s 
office to implement processes. 
 
Updated Management Response 
This department is in the process of working with the 
Comptroller’s Office and the Treasurer’s Office to 
implement.  The department is testing the systems and 
once IT has a solution to the MUNIS billing then we will 
implement across the department. It is not that they have 
not been addressed we are waiting for final solutions. 
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 We recommend the following: 
 Implement reconciliation process to be 

performed regularly for the CWMARS 
data. 

 Explore the option of having the City’s 
IT Department to develop an automated 
solution with the vendor that would 
allow Library management to be able to 
monitor data.   

 Prepare the reconciliation in Excel and 
include subtotals for cash, check and 
donations. 

 Record each branch total into MUNIS 
separately instead of in the aggregate. 

Library 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Library 
Original Management Response   
CWMARS can provide a detailed and itemized report that 
will include daily cash and check transactions for all 
Library Department locations.  The reports will be 
automatically sent to the Director by email by noon of the 
following day. 
 
The Library Director will log into the Evergreen client to 
retrieve the daily reports.  These reports can then be used 
to reconcile daily cash and check receipts.    
 
Our cash handling procedures will be revised by June 30th 
to include the CWMARS report as a management tool to 
use for reconciliation as soon as we have reports that have 
all of the required information.    
 
The Library Department will ensure  the following actions:   
 An Excel spreadsheet will be formatted for 

reconciliations and the sheets will include subtotals for 
cash, check and donations.   

 Each Branch total will be entered into Munis separately 
instead of in the aggregate.     

 New Cash Handling procedures will be developed by 
the Directors Office and all appropriate staff will be 
trained by July 15, 2016.    

 
All new procedures will be effect for all Library staff 
starting July 18, 2016. 
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Library 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Library 
Updated Management Response (continued) 
o If a patron makes a payment for one of our lost items at 

another library, the payment is recorded in that Library's 
CWMARS report but is sent to us, so the Daily Cash 
sheet will reflect more income than the report.   

o We are experiencing a bug in the software system.  For 
example we have paid the item off in the billing screen 
but the item does not get removed from the items out 
screen.  We have to check the item in and then back out 
to the patron and make it lost by patron and pay it again 
to keep the item in the correct status of lost and paid.   

 We will continue to record the CWMARS daily payments 
in the excel spreadsheet, refer discrepancies to the 
Manager of Borrowers Services to investigate (The 
Manager is the Springfield City Library liaison to 
CWMARS) and add findings to the Comments column.   

 Library Department will use the CWMARS reports as 
another reconciliation tool with the understanding that 
discrepancies will be investigated and will reflect either 
payments taken at another library or payments sent to 
another library, software issues. 

 Any discrepancies, once investigated, that are not due to 
CWMARS policies or Evergreen Software issues will be 
referred to Auditors for follow up.   
 
 






















